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lovember 30, 1960
M MO RANDUM
To Me. Willism Y. Tonrad, Chief,

Vias Miss Jullet lehr, Branch Chief, BIjck
¥re lsor éolouseviteh, Section Head, ML/ iB/USSH

Yrom: Hobert W, dmith, {"x-)énalyst, ABI/ELfUSSR
Subjs Standardizaticn of 31 Procedures

The following comments and rescrmendations are the result of
carsbul consideration of the general problems and sdvantagps of siandasdd-
ization of procodures wlthin one secilon of BI and some related lnguiries
eonverning the matber in the vardous branches of 2I. Undoubiedly mueh
discussion of this jemeral subject has alreedy taken plscs, g perhaps
aemething of the nature proposed below iv already wndsr seilve
proparation &t the division level., In any case, the sole purpose of
thoge sommts and suggestions 18 to set forth ideas which ml:ht serve
as the basis for conatruciive sotion desl ned o increase eificieney,
which, of eowrse, iz the resl aim of siandardlzation.

he differences in procedures and pracitices fvom ome ranch of
I to another arpear 4o he both mumorous and major. Somo slight
modifications in proecdures frem one branch i snothey are uwnaveidable
and necessary, uwb prolably enly rersly i3 thers sdeguats Justification
for major differsnceszs The probiems invelved sre st the ssme lime so
waslie sl se comprehensivse that probably the only wsatisfaciory solution
would be the preparation of & comprshensive {1 Procedurss Manval., The
ofd BI nandbook, though gulte cut of date, could be used as a starting
podnt.

caveral fontors make thisz an opportune time for such an underteking.
First of all, a new manual of siandard procedurss must be prepared
aawtine, and no tims le betler than the present for reseving any
doficiensy, regerdloss of porsemiel shoertages, time nrobleoms, and
snoartaintios az tw the fetures. The rather :laring lack of slendsydizédion
of procedurss in Bl will be yuite apparent to the Forelgn Sorvice
Inspuctors whe will probsbly be ingpesting £I in the neot {luo disbant
fatpre. Some vielble sro.ress io the ssteblishment of an up=toedate
progedures manual almed at Lmproving and siandardising prooedures would
relp most gome oriticdiems. ihs indoctrinetion of the new employoss who
w1l soon Le coming %W ¥I should be eloar, complets, and generally
wniform, but not inordinately time consuming. In some matiws oral
indoeirination is completely inadetiuate to insure contisued and congisiant
chsopvanes of standard procaivres and prectices, Lo say nething of being
inefficient. Jome houseel aalng teek placo when ol moved inte the now
quavtera, btut scme still remains fo be done, and the early establlshoent
o stasdard procedurez wight make such housecleaning more offective by
cauging the resuits to oconform to & high divisionewide standard.
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ihe U.Lit Section hes made ronsiderabis progress in its efforts
e latreduce unifersily and stendardization inte the organlzation and
neintenarce procedurss of ils blographie cerd files. Iyeryone who hag
had experience with thase es:d files would prebably &gres that thelr
malntenance &nd use is now greatddx facilitated by the faet that there
hes Leen estatlished definite standard procedurea, A glvan amount of
work in maintaining end using these files esn now be done in ounsidaravly
loss time, and at the seme time considerably batter, than previcualy was
possible.

ilowever, wwan in the above matbers the procedures sdopted in the
UECH Sectiom might not be found to be the mest efficient for division-
wide use, in widch cese the LGCA Seation, as well @s all other sections
of 81, sheuld sdopt the most efficient presedures thet can be devised
as the aivision-wide standard. Such a stendard eculd be determined wy
studying proocdures in each branch and cheosing the best funeedure in
cach case as the ol standard, or by devising a pewcodurs belter than
that actually in vselin any one branch or section, The range from tha
mowt effiolient to the lsast officient methed of perforning & given
maintenanes or yroductisn op ration in BI is probably very greal in
scome casen, +he sstablishing of standard proeedures for performing
basic oparations would provably serve to improve the quality of work
in Bl Wy refamilisriming everycne with ceartain Pundansntal erinciples,
and to lmcrease cver-all oporating efficlenay in 51.

‘he most effeotive and efficient way o sclve mmny of the
deficisncies and problems of the various branches is probably to prepuare
and distribute s comprehensive Bl Froesdures Manual satablishin:
unifo cedures throughout the divisicn, Juch & manual ecould be
divided into numbored ssetions in such & way that it eould be issued
rlecanenl as the sectlons were completed, This would alsc make 4t
possible for later supplements to be insert.d eagily inte the manval at
the proper peint. Subsequeni ideas for improving stendard proossiures
eould be drafted bn any Utsbelsnand submitted for appraval 4 but would
a6t be put inte practiocs in dhe branch or section until avproved at the
division level and promul:ated as pard of the K Procadures Manual.

The manual should have sections for sdsinistration {inelunding
personnel indoctrination), reviewing and provessing (inelnding, {ilas
and filing), preduction, and misecllanecus subjects, with & taile of
seontents awl an {ndex. It should not be Iimd ted sirietly o the
procedures themselves, bul should alse ve educational and explesatory
ag apprepriats, as that sbildeoontribute towsrd indivicusl understanding
and more willing acceptancs of, asd complisnee with, the procedures.

A systematic attempt would be made to inswre that all persuvrnel
becam: familisr with the standard procsdores and obgerved them
songigtently., Should an individual brench ehied glaoeerely thiank his
braceh had adequate justifieation for modifying the stendard procedures,
he esuld prepare his cun instruetien covaring the procedures in question
using a format corresponding to that of the siendard insiroction and,
if approved at the division lovel, have the modified instruction
ingertod at the proper peint in the Bl Procedures Manuels in thot branch.
{o zrevent indiseriminate and unapproved medifications ofy aml noncomplianes
with, standard procedurcs and instructions, the introduction tc the
wanual might state tht perledie inspections wonld be made in the various
“ranehed to insure that the standard procedurss were being observed in
all cases other than these few for which medificsilons had been srproved,
it should alsc be explained that past practises and personal preforonces
weuld net be accopied aa adequate rounds for noncouplisnes, and thei
noneompliance should be consid red in the prepereticn of afficiency

reporte.
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ingtruntions governin; standard organliszation awl melutenance
procedures for biographic card files, blographic folders, and caterovy
{position) files should be lssued prompily. Stendard formats for
such thin.s &s siopraphic information cards (lneluding hoctoes), peuchos,
position cards, end certain reforsnce eards should bo established, and
taem heetced (marked as "Stardard sample®) for distrioution % all
personnel to be used a8 gnides. The preparaticn of suppiles of eortain
form cards for uss in the varicus brenches should ve done centrally se
that format can be controlled and wniformity maintained.

Though naturally the arafters of recommendations for standard
oroeedures would sesk to reach as much of a ronsensus as possible with
the branch chilefs bhefore submitting the recommondations, it should not
be mandetory thet auch approvel of individual branch chief be oitained.
The drefters will certainly usdertake extensive rhecks and studics
refore making recosmomdations, bui ressonabile recommendatiocns fer
improvement shonld not be permitied to bog dowe in W morass of
disaprpenshty and ditfferencies now existing amvng branches. Helihor
sh.onld continued disegrsem:nt among brench chiofs and enalysis and
compsiints of pergsonnel shoritegses be pearmitied te block the igsvance
awi impleswntation of mtanderd procedures and vejulations. «hem a braaeh
disesreas with the recommendeticn for standerd procedures, he shoald
submit a draft of his own propeaal for standard procedures in the mester
at issue toyether with a comprehensive argusnt supporiing it

The proposed stamierdization should make it pessible for an
analyst to trensfer from one oranch t¢ ancther or to handle the wark of
wnother section temporarily with precticdlly no confusion or diffioultics
dus o discrepaneiss in procedures aad praectises, sy estaclishing the
most efficisnt procudures poessivle threughout bf, ever-all operating
efficienoy should bo considerably inereased, thus evenivally Binimizing
the effects of p-rsennel akoritagea or making possible inoreased
produs tions

sefgre drafting iz underteken zll 8 personnel shonld De informed
of tho purpose &od scope of the proposed manusl snd directed te cooperate
fuily in the projset with the drafters. A time schedule should be set
and sdhored to ne elesely se pessible in crder to insure contlnuing
progress in, and lhe ultimate completlion of, the progent.
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Outline
January 27, 1961

1-19 ADMINISTRATION AND ORGANIZATION

BI Progedures Marual - Furpcse and Seope

R¥B and BI Organigsationsl Charts by Fositlons

Shmpding Committes on Procedures

Surmary of Duties and Authoritles of EI Fositioms
Individusl Relief Folders

Personnsl Indoctrination end Orientstion Check-off List
1 Parsonnel Administration

1 Job Desoriptions and Work Aseignments

,; Efficiency Beports and Performance Ratings
4

=3 Ot B 50 N bt

Tize-Use Reporting

Leave {(Time ani Attendance Regords)
8 Produetion and Programming Reaords

9 Hendling Incoming Materials

10 Handling Outgoing Meterials

11 Eaeurity

20-39 20 DATA RREGESSING

Delineation of Punctionsl Responsibllities of BI
Prosceseing of Informetion and Raeports Regeived
Transliter-tion Systems

Aphabetization

Description of Types of Files

Standard Flling Procedures

Arvangement of Individual Card Files

Arrangement and Maintenance of Blographic Folders
Standard Formats Used in Date Processing

BIRIRIJBBI

28,1 Information Cards and Pouches
28,2 Position Cards
8.3 Cross Index Cards
28.4 Crogs Reference “ards
28.5 teme Tabe
40-59 PRODUGTION AND SERVICES

40 Tygga of Publications,(Produstion Proceduras and Semple Format}h
40,1
40,2 B
m'a m
40,4 ~ BR

VAl Writing Bia;graghiu
AL Types of Blogrephles <~ Samples and fyplanation
4.2 Scurces and Resesrch (Intelligence Community Contasts)
41,3 Chronologles and Drafis
4.4 Classifiontion Considerstions

42 Preliminary and Finsl Editing

43 INR Bditorial Style (WIS Exceptions)

4L Drefting and Glesring Telegrems, Alrgrams, ete,

45 Spot Intellligence (Name @hecks, Phoue Bsquests, eto.)

60-69 MISCELLANENUS
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Instrustion Mo, 1
Jemuary 27, 1961

RPOSKs The purpose of the Bl Proesdures HManusl introduced by this
1&#%@1:5%10& ie to sstadlish the most sfficient procedures possible as
standard prosedurcs for sll BI persosne)l, The aim is to incresse opersting
af?ioteray and %o stimulate interest in improving all sspecte of BI work,
rathar than to stifle or suppress thought or initiative, The lack of
uniform BI proesdures and a sysiematic method of astallishing such
progedures have resulted im extremely diverse,and smtmﬁ inefficlent,~
prestices in irdividusl branchen anl sectione of BY, The lmprovement and
standordigation of proendures throughout B should prove sdventsgeous o
all coneerned by: (1) grestly facilitating sn? improving the orientation
and indootrinstion pfw employess receive vhen entering BI, snt by providing
any B3I employee vith a convenlent referense fron which he may refresh his
mezory at any time concerning the proper procedures for dealing with sny
partioular problem or operation; (2} meking it poseible for an anslyst to
transfar from one branch to nnocther or to handle the work of another
geetinn temporarily with = minimum of confusion and S1Pfiodityy asd 77 s
(3) inoreasing the ovor-all opersting sffieienay in I, thus minimizing the
affsots of personnel shorteges or making imeresased production poszible,

II. BCCFE: The BY Procedurss Manual will desl with all aotivities of the
Division of Biographie Inform:tion, though matters covered in any similar
inatrustions by s higher authority vill oot be dealt with in this peries
unlass & more datsiled trostzent is needed, Eoth substentive and
administrative subjoote of a permanent or semi-pormenent neture will be
denlt with as recuired,

PROCEDIAET Eseh instrustion in this seriss will be approved end imsued
by RI/0D, The BI Procedures Jonmittes has primary responsibility for drafting
these instrustions, and everyone in BI is sxpested %o cooperate fully with
the wpembore of that ccemitteo in that work, During the drafting stege the
vieus of branch ohiefe vill be selieited and the views of others will be
welaoead, and conatructive suggestions and recopmondations will be
spprecisted at any time, Zach BY employee will recelve e copy of each
instruction and is required to te familiar with its contente, Zach BI unit
will raintain & somnlaete Pile of current instrustions in the BI Fracedures
Hamuel series, The series Al be 4ssvad ap Individual instructions are
gomplated over a petiod of monthe and will mot be pumerleelly esngeoutive,
but will £t into an ever~ell cutlisne,

:‘i

MPLIANGE: In drafting thene instructions & consensue will be
smwﬁv, but these inetructione, onos lseusd, vill apply equally %o those
agreeing and thos disagreeing with their contenta, 7211 BI personnel are -
expeoted to comply,with:thex, except as wodiffoations may be approved at tm
divieion level on the basis of adequate written jJustifieation from the
branoh chief conoerned. HJpot cheaks will be made pertodicslly by
vrepresontatives of BI/OC to observe results and tn conelder suggestions,
Past prasticen and individual preferences 411 not be seseptsd as sdeguate
reapons for noncompl iance, and any such nonscepiianes will be taken into
senaideration as appropriate in evaluating inéiﬁdml parformanss,
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Ingtrantion Ho, 8
January 27, 1961

I. PDURROSEs The purpose of this instruction is to estaklish the
recuiremsnt thet sach BI employse prepsrs and maintein s folder sontaining
apsentisl informetion goncerning his positieon for posgible use Yy anyone
vho might relieve him in thet position. Bueh rolief folders will make 1t
possible for the suceescor in the position to tensfit frow the exporience
of his predecesscr, vhether the treavefer of duties is unhurried and
orderly or sudden and confused. Eszential sontirmity can thus be meintained
sven if thers is & gep of sewrs)l months during which the pesition way be
vasent, During euch sn interism poriod the Tolder w411 be useful alse te
those who meay be reguired to perform the Auties of thet position
temvorsrily.

I, BCOPE; The individusl relief folder should conteln any information
thet might be uselul to & suscessor in the position--initislly as an
srientation ald, snd later se » gonvenient refersnce-—to make it less
4ifficult for him to perfore the functions of that position effectively
and with a minieme of dalay snd confesion. It should econtein the Tollowing
minteum informationt (1) s gepy of the job desoription “or the pesition,
punplemented 1f nooosssry by a more reslistie or understenisble degoription
of the works (2) an out 1ine of the files (if eny) maintained sxolusively
by the iooumbent in this positien; (3} a brisf sketch of as much of the
history of the position ae 1s known, indluding names of individuals ap?
dates of thely tepures; (i) brief commonts comserming speefsl problems
enscuntered in this poaition, inoluding pe and recormendetions designed
to enable the suseessce in the position to avold making the seme mistekes
and having the same 4iffieultiss encountered by the person being relieved;
(5} & 1int by subject (f1e14 of interest) of zontsots (together with

phone mxbers) in the intelligence commnity vith vhom one desla most
frequently in this positiony and () amy other informstion that might be
of value to & person atiempting to besome familliar with the duites of

the pasition,

11X, PHEOCEDURE: ¥aoh BI enploves should prepare without delay a relief
folder ap outlined above for his position an? submit 1t to hias branch
shief for reviswv and compents. Branch ohiefs will make sugge-tions
depigned to inorezse the velus of the folders, and if any snem to have
been partionlarly wll prapared, they msy wish to bring them o the
attention of BI/O0., Branch chisfs w11l milwmit their oun Individunl
Pelief folders to BI/O0 for reviev end comments, The insurbent in s
position shuld slwveys be alert for weys in vhich his foldar asn be
supplemented and ipprovad, Folfers should be reviswed snd brought up to
dats st lerst every six months, and should he ochanged prowptly to reflect
eny msjnr ohanges ip futiee or repponsibilities that may be made, The
irdividus) relief folders wight well be insluded in the leoge lsa? notebooks
of BI enploysss containing the 31 Progeiures Wamusle,

1V, QLASE Ot Tn most sases the individus relie? folders will be
¢laseifed entin) due 2o the nature of thely sontents,

ok
14

an
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Instruetion 8o, &
Jamavy 28, 1961

I. PURPOSEs: The purpose of this instruction is to establish a standard
and formal procedurs for the orientation end indostrimation of sll new BI
exployess, This orientstion and indcotrination is designed to provide the
new employvee with orlentation in the nencssrry general aduinistretive and
organizationel details concorning BI and an initisl femiliarization with,
and indosirination in, blographin intelligence resesrch snd produetlon
procedurea, It should sleo provide bim with an understending of his position
in BI apd the role esch diviélon of RFD playe in IR and the intelligence
gormunity, The more effective this program is, the sooner the new employse
will begin to funetion at maxlmun effectivensss in his new peaition. The
check-of I 11at 1ip simply & mechanical means of insuring thst ell the steps
negeazary for this purpose have bLeen completed,

I15; BUOPE: The oriemts*ion of new Bl employees is designed to supplement
the orlentation glven to g1l new INR employees by coverimg briafly the major
aspects of Bl's organiszetion and operation, The oral irdestrinstion sessions
will be relatively brief, es most of the datailed informsiion required oo BI
in general and on the particulsr position of the new emvleyee can best be
obtained from the Bl Procedures Menusl and the individuval relief {older for
the position being filled by the new ewployee, Information on contimiing
tradining programs will be eontained in 2 geperete inetrustdion,

I1I, PROCEDURE: Eoch new employee will be given the BI orientetion
oheock-of f 1ist wien he fiwvet reports ts BI/OC for duty, and with the
guidence and sssistanee of his immediete supervisor or branch chief he
ghenld ecomplete the steps listed in 1t within tue weeks, The nev empdoyes
will be briefed on the division level by BI/00 and referred to the BI
Procedures YManusl for further details, and on the branch lewel by the branch
ehief and referrved to the imdividual relief folder for further details
congerning the nev employee'’s spocific #utiem, The new employee can find
the answer to mogt of his quegtions im thess two permsnent orientetion and
indoetrination referencer, and he should beeome thoroughly femiliar with ¢
the eontents of both before requeasting detziled explanations from his
immadiate supervisor or branch chief, If the pew employee i8 en snelyst,

he will be given the RFB Orientetion Notebook (rcading Pile), vhich sontains
additionsl background information te help him understand the funetions snd
working relationshlpe of the verious psrts of INR,
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IV, GHECE-OF® 1183t Emch new BI employee will complete the atandard BI
rientation and indnotrinstion procecas within tvo veeks aftsr antoring on
duty. His izmediste supervisorycr branch chisf should imitial the wverious
items on the list ss they are sompleted, After signing the sheet to

cortify that the pointe lieted vers goversd to his satisfaction and that

the speailidd refevence materisls wars made avellabtle snd oxplained to

biz, he should return the sigred sheet to 1I/0C, vhere it will hecome part of
BY Personnel records. The varloue ateps gheuld be completed in spproximately
the ovder listed below

Initisls of
Dats ‘upervigor or
Completed Eranch Obief

Be introdused to the Divieion Chief, his deputy,
snt the S1/00 staffy

Pe introduced to the chief of the branch %o which
sssigned and to other perzonnel in thet branchy

B briefed by the Unit Seourity Uffiesr, and beocome
fomiliar with the Depertwent Jequpdly Zoguletionss

Be given for retention a sopy of the 51 Frosedurss

 Hemuel, with sn explanction of iis purpose and use;

e givan fowxpaix a brisf oral desoription of uls :
duties, and of their reletionsgilp to the ever-all
operatione of the brench, Diviglom, Uffige (RFE},
Pureau {IWR}, the Lepurtzent, and the inmtelligence
Sonmunitys

Be given for retention s copy of the individusl
rellef Tolder for the popition, with sn
explanation of ite purposs and ueos

Be introduced to the other branch chiefs, ihe
parsonne)l of thelr branches, arnd F3U personnely

If an apalyst, be iptrodueed to the Uffice Diroator
snd Lie etafl, an? eheck oul tha FFE Jrientaticn
Botelook (resding file);

Uomplots snd return to JHR/EX the IBR orientation
chack-of{ 1isly

If in & supervisory poeition, be introdused to the
Exesutlive Direetor of TN

If an spelyst, be introduesd to ovunterperts in the
reglonsl ofTigws of INR, the geogrephic bureaus,
apd other agencies (Departmental and intelligence
ocosisun? by oo tacte with vhom be will heve fraguont
aontastels

Es iniwodusad to the Zoguizition en? Reader Z:pvisss

~persoonel and facilities in LR; and

Sign tris 14st and return it to BL/00,

T Eignatu-a)
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INSTRUCTION
NUMBER

Tentative Outline

SUBRJECT

Outline

ot

BEREE EREE wrwne 8

- 3059

Outline of Subjeots
ATMINISTRATION AWD ORDANIZATION

BI Procedures Manuale-Purpoee and Spope
B and BI Orgenisation and Funetions
BI Posttions-+Duties and Authoritiss
Individusl Position Guides

Procedures Committee

Orientation and Indoctrination
Training

Offies Reguistions

Bescurity

Time-lUge Reporting
Programuing Recoyds
Production Resords
Ingoming Materlals
Outgoing Materials

DATA PROCESSING

Data Processing and Ite Relation t2 Othey Operations
Screening, Evalusting, and Processing Information

Transliteration Systems
Alphatetization Ruoles
Btandard Filing Procedures
Standard Card Formats

Types of Filles

Information Card Files

Individual Card Filee (within Informaticn Card Files)
Position Card Files

EBiographis Foiders

‘Greup Foldere

Cther Files
Sereening of Files
Lending of File Materisls
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HI P Tentative Cutline

Page &
- INSTRUCTION |
NOMBER =~ SUBJECT
&0x89 PRODUCTION AND SERVICES

Degoription of Types of Publications

Biographic Briof (DB)eeProcedures and Formab

Blographic Directory (BD)s«Procedures and Format
Biographic Memorandum {BM)e=eProcedures and Format
Biograrhic Report {BR)w-Procedures and Formab

Netional Intelligence Survey {NIS)eeProcedures and Format
Outgoing Messages and Correspondence

Mearsnce Requiremenis

Deseription of Types of Diographies
Rasearch~-Mothods and Souroces
{hronologies &nd Drafts
(lansification Considerations
Prealiminary and Final Editing

INR Efltorial Styls Mamual

KIs Editorial Bvyls

Typing ard Heproduction of RI Products
Covering Femoranda

Spet Intelligence iﬁepuﬂmm;a},)

3 g 22 IIANRIIVE 1K ERRE

Spot intelligenge {Hon-Departmental)
HISCELLANEQUS
gvalustion of Post Reporting
91 End-Ugsor Reports and fommendations
92 Collsation |
93 1iaison with Other Agencles
Gloaspavy Gicesary of Terms
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BI_PROCEDURES WANUAL Tentative Outline

INSTRUCTION

February 13, 1961

_NMBER _  SUBJEQT

Outline

1-29

30-59

Outline of Subjects
ADMINISTRATION AND ORGANIZATION

BI Procedurss Manusl--Furpose and Scope
RFE and BI Organisetion snd Functions
BI Pocitions--Duties and Authoritlee
Individual SeddwtSchmpy Position Guides
Progedureas Gozmittes |

Fwiwxix Orientation and Indootrination
Training

Office Routine (Hours, Telephones, Leave, etc.)
Security

Time-Use Reporting
Programming Recorde
Produetion Records
Incoming Materials
Outgoing Materiels

DATA PROCESSING

Data Processing and Its Relation to Pbbénc@penations
Soreening, Eveluating, and Frocessing Inform-tion

Transliterstion Systems

A phabetigation Rules
Stanpdtard Filing Procedures
Standerd Card Formats

Types of Fidke

Informrtion Cerd Files

Individunl Cerd Files (within Information Card Files)
Position Card Filex

SxigoriGand xitida

Ripgraphio Folders

Group Folders

Other Files

Sereening of Files
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Ingtruction No, OO
Hareh 16, 1961

I. PURPOGE: This inatrustion sstablishes a standard format and standard
typing rules to be observed in the prepar-tion of sll instructions in the
BI F¥ serles,

PORS D 1 ALEEs Tre genersl format and typling rules %o ba
obaarvaﬁ in ﬂl ina*metiqma in the BI M ge-iez are as follows:

A, Iyping Fulegs Tsgoh PL PH instruetion should be typed in slite type
on black heatoss and reproduged on B" x 104" paper.

1. ¥argings Mergins shouid be set so typing will begin on the
13th space from the left edge of an £ x 104" heoto, and ond st lemst 7
spaces from the right edge, Orntering should begin from the 5lsi space,

2, Btapderd Hegdings for Inptrugtiongt The stendard heedings will
te poeitioned ss follows on each instruction:

s, Eirct Fage

{1) The entry giving the claseifis~tion is included onmly
4f it is other than UNCLASZIFIED, and is plsced on lines 3 and 60, gentered,
Exmrorywerx in eolid asps, and underlined,

{2) The entry "Bl J ' : AL" begins et the left
margin on 1ine 5, is in 20144 cups, and ie undprl ined,

{7} “he entry *Ina*rua*ion Fo, __" tegins on space 7§ on
line §,

(i) The mwkxy date im writton as, for exsmple, March 16, 1961,
and begine on fix space 7k of line 6,

{5) “he entry "SUWJECT:” begins et the laft margin on line 8,
is ’'n solid ecsps, but is not underlined. The verde desoribing the subjleot,
vhiech immedistaly follow this entry on 1line B, are in sclld asps and
underlined,

(6) The text of the instruction begine cn 1ims 11 at the
18t margin, and 111 end at leczt with line 57.

callng Fagos

{1} 7The antry glving tha classifio-tion is mede ap desoribed
in poragraph IT,4,.2.8,.(1) above,

o
e

b,

<
(2) The entry "rI PM Wo, _" begins on space W on line 5,
Approved For Release 2000/09/0f-A8RREHAHEES00991R000100180002-2
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(3) The entry "Pare __" begins on epace 7P -n line 6.

{4) The text of the ins*ruotion (econtirued from the
preceding page) begins on lins 2 at the left mergin, and will end at least
with 1inn %7.

B, Porpst! The ocutline fomm of paragraphing and orgeniszing paragraph
heatings used and deseribet in this instruction will b- chaerved,

1., Fargcrapbings Normally esch peragraph wiil be introduced by an
outline number or letter =nd a hesding or sub-heading, and exeept for this
h-ading or subheading, only complete sentences will be used,

2. Heplinge spd Sub-Headinrss 411 headings end sub-headings should
be brief, underlined, and seperated from any text that follows on the seme
lins by & colon., Hajor hesdings ars introuced by lsrge Roman numerals And
written in sclid oaps. 7First subeheadings are introduced by aspltel letters,
second by Arabic mmerals, third by emell letters, fourth by emall Romsn
numerals, £ifth by Arsble numersle in parentheses, eta, All sub-headings are
written in ceps end emall letters.

3, lIplept-tiopt Fach sub-hrading will be indent~d four spaces from
the Beginning of the immedistely superior haading or sub-hesding, but the
second an sucoesding line of that parsgraph will begin at the lelt mergin,
ragardless of kame how mony speces the firet line of the parsgraph vas
indonted,

4, Lipe Sppoipgt Peregraphs will be single-spaced, vith one blank
1ine 1ot between each peragraph.
%, Listipgs within the Texts # series of points or items 1isted in

the text may be made more easily understandabls by introdusing esch item of

the series with an Arsbie mumerel within parentheses (regerdless of the iy
hesding or sub-heading under which it occurs), end by geparsting esch ites from
ths next by e comma or ssmi-~solon, ng appropriete, - When uniforw alignment

of ths iteme sppeers preferabls, they chruld probatly be srranged in the
atantard outline form with headings,
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BL PROCEDURES MANUAL Inatruction No, 1
o ‘ Harch 3, 1961

SUBJECT: B PROGEIURIG MANUAL=-FURPOSE AFD BCOPE

I, PURPOSE: The purpose of the BI Procodures Manual is %0 gztablish the
moet BITlcient procedures posaible as etandard throughout BI in order to
inoveage over-all operating efficiency and to stimmlate interest and ini-
tistive in izproving all sspects of BI worke The fact that there has
been no up-toedate set of BI procedures and no systematic method of keep~
ing then cuvrent has csused existing procedures to be froequently ignored
ard has resulted in extremely diverse--and sometimes ineffislente.
practices in individual branches and sections of BI,

Tha improvement and standsrdization of procedures theoughout BT
should prove beneficial to all concerned by facilitating snd isproving
the sriantation and indoctrination of employees and by providing esch BI
sxployes with & convenlent reference concerning the proper procadures to
be followed in dealing with any of the more common BI problems o1
opaystions,

11, 5C0FRs The BI Procedures Mamual will deal with all BI activities of
& permenont or semi-permanent natuve, both administrative and substantive,
Mattaps coversd in any instruction by a higher anthority will be dsalt
with in this sories only when it Js considared noceseary. Osneral TNR
poiicies end instructions will be found in the INR Progedures Hamual,
whieh this mamial 1s designed tc supplemont, Bach employee is roguired
by INR Procedures Vanual {INR PM) No, 1 to be familiar with the contents
of the INN Procedures Mamaaly BI/OC (Office of the Chief) and each Branch
will maintain 2 complete loose leaf notsbook £ile of this memual for read-
inp and yelarence purposeds

1%, PHOCETWHES The individusl instruetions will be approved and issued
by B1/UC as they are completed, and will be mmbered according to the out=
Yine foy the manual, Revised irstructions will be issued as necessary %o
ksep the memwal eurrent, Dach PI employee will recelve & oopy of sach
ingtruotion in the series, and will maintain a loose lesf notebook cone
taining & complete file of these instyuctions, He ia requlred %o be
familiar with their sontents, and to comply with them, Any nodification
of these instrustions for individugl brenches must be formelly approved
by RI/0C, and suck epproval will be given only on the basis of edequate
written ustification from the Branch Chief concerned,
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BI PROCEDURES MANUAL Instruction No., 1
February 17, 1961

 SUBJECTs BI PROCEDURES MANUAL--FURPOSE AND SCOFE

I, PURPOSE: The purpose of the BI Procedures Manual 1s to establish the most
efficient procedures possible as atandard throughout BI in order to increase
over-all operating efficiency and to stimulate interest and initiative in
improving all aspects of BI work, The fact that there has been no up-to-date
set of BI procedures and no systematic method of keeping them current has
caused existing procedures to be frequently lgnored and has resulted in
extremaly diverse--and sometimes inefficient--practices in individual branches
and sections of Bl.

The improvement and standardization of procedures throughout BI should prove
benaficizl to all concerned by facilitating and improving the orientation and
indoctrination of mew employeesy and by providing each BI employee with a conven-
ient reference E’}om which he may refresh his memory zt any time concerning the
proper procedures to be followed in dealing with any of the more commen BI prob-
lems or operations.

II, BSCOPE; The BI Procedures Mamual will deal with all BI activitles of a
permanent or semi-permanent nature, both administrative and substantive., Mat-
ters coversd in any instruction by & higher authority will be dealt with in this
series only when it is considered necessary. GCeneral INR policies and instruc-
tions will be found in the INR Procedures Mamual, which this manual is designed
to supplement, Each employee is required by INR Procedures Manual No. 1.

(INR PM No. 1) to be familiar with the contents of the INR Procedures Manualy
BI/OC (Office of the Chief) and each Branch will maintain a complete loose leaf
notebook file of this manual for reading and reference purposes.

Crpg e ;.}, Heo i'gw«ff@«:’ﬁ{rf S, @7 7 B o T S Liw ©f @o cror £a offici Wiee e g

111, PROCEDURE: The.BI Procedures (ommities-hes primary responsibility for
drafting Ihe instractions-in-the BI Procedures Mamal-series, -firiz—cemmittee
WMWW ‘menbarg at g1l tiEs, Individual instruc~
tione will be approved and lasued by BI/0OC as they are completed, and will be
numbered according to the outline for the manual. Revised-instrustions-will
M@amywmm‘awﬁwmvﬂw teamial wmn%

JEach BI employee will reoceive a copy of each instruction in the series, and
will maintain a loose leaf notebook containing a complete file of these instruc=-
tions, He is required to be familiar with their contents, and to comply with
them. Any modification of these instructions for individual branches must be
formally approved by BI/0C s and such approval will be glven only on the basgis of
adequate written justification from the Branch Chief concerned.
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CEDURES MANUAL ction No, It

A Fe‘bruar" 23, 1961

SUBJECIs INDIVIDUAL POSITION GUIDES

I. PURPOSEx This Instructlon ostablishes the requirement that each BI employee
prepare and maintain an ordentation and reference guide containing eassential
information concerning his position and specific rssponsibilities., The primary
purpoge of this guide will be to facilitate the transfer of duties, whether
between outgoing and incoming employees or between twmo employees remaining in

BI, and whether the transfer is to be permanent or temporary. Thls guide should
supplenent on the level of the individual position the information the BI Pro-
ceduyss Manmial provides on the Division level in order 1o ensble someone asgum-
ing & position to beneflt from the experience of hls predecessor and to perform
the dutiez of the position effectively with a minimm @.f &elay- ‘

G ey e st el vy iy b ot "‘Wna*r‘; e
II, COMIENTS: The mdmﬁduaz. position guides, will differ in content for alerk/
typiote, analysts, supervisors, Branch Chilefs,’and others. However, each gulde
ghould include & copy of the job deseription, supplemented if necessary by a more
realistic or understandable deacription or outline of his @ctual wgrk, pnd sy
other useful information on the posltion as such. Y

y g_”‘:,-'m £

A. Gler‘% Tzﬁiﬁtm In sddition, clerk/t.ypista ghould imlude in their
guldes a lls% of aduinistrative yecords maintained, and such things as trang-
literation, alphsvetization, and filing guides (prepared by the analymts con-
cernazd) for each Zﬂgk l;fe/ cmtriejﬁhich they work,
S T fie

Be Anal te. [’Iimma with anatvtieal veaponsibilities should include the
foilowing ormation ar‘rangad sount (or field of recpengibiliby within a
gountery, 1f more than one Works (with the same] ecountry) for the sake of
fiexibiidty in tranaferring reapons Lbility for any given countrys

{3,) a J.is?:. of “!.;he typos of files maintained; smd-er-ouwbline-of the

(2) a salaeted bibliagraphy of official end unofficial reference worksy
(3) a 1iat of the moat umaml contects in the intelligence commmity
and elsewhere, together with|their|phone mumbers and addressess and
(k) sny other useful information coneerning the country, such as a
guide to the Department's system forr the transliterztion of the langusge con-
cerned ;o Fnglish, and any special alphabetization and £iling rules (see BI PM

oz, 2&0"}42 ) *

L - R h% g WH“HHO fiu;&af"f‘/"["'&*
C. Supervisors and Branch Chiefs: fﬁx additian, thosej with supervisory
responsibl LE Ticlude such informetion on staffing patterns and prob-

lens as Bhay/ congider” appropriate.
\i E@
D. Gﬁxe::'a«L atmra should include In their guldes the information required
of eaah ﬁm,:;:k ye% and any' additiopal information similar to that listed sbove,
. Fidwaia Cal eavee
III. PROGEMRE: Each BI employes should prepare without unreasonable del tha
information appropriate for his individual position guide @a cu%lined above/and

submit it to his immediate supervisor for review and comments, The guide should

~ be kept ‘reasonably current at all timasgj and should be carefully reviewed and

updated well before any expected absence or scheduled departure, Material fopr
the individual gositicm guides will be lnserted in the designated mection of the
loagsp et AFSPREISaRR 2006/000 1 Erpcripres1%08954R000100180002-2
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BI PROCEIURES MANUAL Instraction Yo. §

SUBSXCYs BI PROCEDUNES COMMITTEE

' L dv oo

I: PURPOER:s This instruction ntablishaa & BI Procedupss Comuitiee and ‘
charges 1t with responsibility for making such recomendations to BI/0C as w
may consider nacessayy in connestion with the BI Prosedure” Marmal and its
individoual i lone oo adninistrative, pmmasing; sad production mt%w.

1Caree, “z. 9 w(/m-n__r,m { bc)
1X. f;&ﬁi’i’)& IORY The '?%'e?e?ﬁria it a Wﬁt comnitiee
Sompoe rs.appointed by the Division ﬂhi»t, ﬁim m Emwy
Divielion miar gorving as an ex-offiaio sewber, © ve—-apy
will be a Givil Servise-erployec and- -mm Sorviee- D fite ﬂmw BI
smployees may be designated by BI/0C to participate izx t}m mﬁ; of the Cormit-
to9 on an ad hoe basis. The other duties of mevbers of the Committss will be
sdjusted a@ mach as possible to give priority to their work on the B Proce-
dures Maruale

X1, a&mgsmmﬁwa The BI Progodures Committes s respongible for

{1) sxereising brond initistive in ecmmection with the preparation of
the Bl Procedures Marmalj

(2) consulting with Brmek Chisfn and othors|as reguested, or a% the
direction of BI/0C,) oo on prodlems related to the inmplementation of instructions
contained in the g 8nd

{3) iaitutin@, and gonsidering revormendations for, revisions or mppls«
wonts o the m.

PROCEDURE: The Committoe has primary yeeponsibility for the drafbing a!
Maetima, tat the final draft will represent tho idess and, an
mich a0 poseible, & consensup of vpinion of the entive Division, Thevelore,
noresl Commitiee prosedure will be toy

él} draft a version of the individual irstruction upon whiech At ugressy
2) consult sach Branch (hief, requasting hie general comments and
specific suggestione concorning the drafl;

{3) weloume comments and suggesticra from others, requeading them whenm
4% i known that an individual 38 particularly irterested in the subjest lne

volved
L) prepare & revised Cosmittee draft, taking inte consideration &1l

sonmenta and suggestiona received;

{5} consult Branch Chiefy and interosted individusls ageing if the revis
gione that may have been made appear to warrant it} and

(6) svbmdt the final Compdties dralft to the Divisice Chief for review,
spproval, and issuance, together with writisn comments ooncerning aress In
which genspal Wsﬁng was not reached.
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{CLASSIFICATION) Attachment

COUNTRY_GUIDE

for

(Name of Country)

The analyst responsible for this country should provide the following

informetion in his Individusl Position Guide, using separate sheets as
necesseary.

1. List of types of files maintaired.
2, List of most useful official and unofficlal reference works.
3. List of most useful contacts (subject, name, agency, address, and

phone number) .
L. Copies of items essential for efficient work on this country, such

as transliteration and alphabetization guides.

Approved For Release 2000/09/01 : CIA-RDP81S00991R000100180002-2
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Instrueti-n Re, 4
March 14, 1961

SUBJECT: INDIVIDUAL PCSTTION GUIDE

1. PUBPOSEs Thia instruction establishes the requirement that each

BI employes prepers and maintoin an individusl position guide conteining
easentinl orlentation sn? reference infermation on the gpecific respons-
1bilities of his job, Thie individusl pesition gulde will serve to
susplement the more genersl instructions of the BI Prccelures Manual

and adapt those instructions to the individusl position. Such a guide
should enable a nev employee to benafit from the syperience ~f his
predecessor and to perform the duties of the position effeatively with
a zinimm of delay,

II. CONTERTS: Although the guides will differ in content for the various
positiong, each guide should include a copy of the job description,
surplemented 1f necessary by a more realistic or simplified description
of the smetual work requirements. Ilss, Immedimtely before sn extended
ajrence, perztnent departure, or transfer of duties, emc: employee should
includs 4in his guide helpful inform-tion on the current ststus of eny
ixportant tasks pending or in progress, Each employee should(also’
include the following =4ditionsl inform-tien,]depending upon whlch
eategory applies to hirt) ‘”"

A ‘
1., List of sdministrative records maintained,

2, #lphabetization »nd transliteration guides {prepsred by
respective analysts) for eaoh country[with which concerned.

Agpiniatrative Staff
1. li=%t of reaords sn? Piles msintained,
2. List of tyoes of reproducing machinesz an? directions for uses,

%%  Apclysts (by cowsvy)
1. List of types of Tiles maintained,
2, Useful ref-rense worte,
3., Contects in the intelligence comrunity.
4, Alphabetization and trancliteration guidee,

. Branch Chiefs snd Sypervimorg: Branch Chiafe =nd supervisore
shruld inoluds other useful inforcation as scpropriate, in eddition to
that requirs?! above for any smelytioal responsibilities they may perform.

'R, Othergt Other steff members with unique responsibilities will
include pertiment informetion cimiler to that indie~ted above,

I1I. PROCEDURE: 4n individual position gulde shruld be prepared vithout

unraceoneble delay 'y each Bl ~uployee snd submitted for revisw to the

irmedi-te supsrvisor concerned, The guide chould be carefully revieved

and upfate? well before an eypscted abaence, scheduled depariure, or transfer

of gu'hi&s. t'fhslinﬁividual pcrséfiim gulde ahﬁu%d bg igamrte& in g;ha gfsiga&tw%

anat : [  note 1 s X - .
Approveeé PorRETRaxe Yo68750761" ﬁAﬁB"ﬁﬁ"?g’ﬁog%ﬁ R%)O& 1 8%%8802?

1V, CLABSIPICATION: In mo i cases the over-sll classification of

IpA vl dvnl noclitdon muides will be CONFIDENTIAL,
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CONFIDENTIAL

COUNTRY GUIDE
for

SWEDEN

FILES

1., Information Card File

2, Category File

3. Group Folders

4. Dossier File

5, Deceased File (cards and dossiers)

6, A to Z File (Work Cabinet: drawer #4)
7._Backlog . (see Work Cabinet, below)

,q;éam(——.-—j—-’ﬁl_f-

USEFUL REFERENCE WORKS

1, Sveriges Statskalender (Swedish State Directory)

2. Vem ir Det (Who's Who)

3, Utrikesdepartementets Kalender (Foreign Office Directory)

4. Telephone Directories (Stockholm, G8teborg, Uppsala)

5. Sveriges Adelskalender (Swedish Calendar of Nobles)

6. Swedish-English Dictionary

7. Despatch # , entitled "Division of Political and Eccnonie
Power in Sweden," Stockholm, May 12, 1945. CONFIDENTIAL.
(see Work Cabinet, drawer #2)

8. Ais
CONTACTS

STATE/BNA (Desk Officer): Mr. William B. Cobb, Jr.
Room 5515, NS/Ext.
Telephone: Ext. 4207 and 4208

STATE/REU/BNC (Research): Mr. F., Herbert Capps,
Room 7524, NS/Ext.
Telephone: 5412

Military

Mra, Margaret Nathen,

OACSI - Western Divisionm,

WEWH Branch, Room 2-d-475, Pentagon.
Telephone: Code 1l; Ext. 54064
Labor Department Mrs., Betsy Crosby

Telephone: Code 110; Ext. 2485
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Attachment
Page 2

OTHER USEFUL GUIDES AND REFERENCES (Attached)

1. Alphabetization guide
2. Category Index for Sweden
3. _mI.,ist of Key Personalities S
NIS-KP-SWEDEN, April 1956 (SECRET) O
Country Data BoéE

CONTENTS OF WORK CABINET, DRAWER #2

Polers:

1. BI Procedures Committee

2. Work Folder

3. Pending

4o Icelandic Directory (Project)

5, NIS
a. Project in progresa (NIS-KP-Finland)
b. Genersal NIS Instructions end references

6. BDR's to be rated & Box File :

J— e Veyroripnim
- {
. U
G ‘_J ‘j{l!;'l‘—f‘j"*
d. ,Uonua‘/

e. Sweden folder: hold for rating
/ 7 - 11. J
12, Statements for Inspectors' Briefing Books
13. End-User Reports - FSO Commendations
14. FSO Performance ratings
(15-19 . Backlogs
) 8, . Pie b
,b' 13‘11».«::,:;5!
'c. deidna b
de e o
e. Swedish (documents marked for processing)
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~— BI PROCEDURES MANUAL Instruction Yo, 5

SUBJECT: BI PROCEDURES COMMITTER

I, PURPOSE: A BI Procedures Committes is hereby established and charged
with responwibility for advising BI/OC corcerning the preparation, implew
mentation, snd revislon of the Bl Frocedurss Manusl.

I, COMPOSITION: Two of the three members of this permanent Commitiee
will Be appointed by the Divisicn Chief, and the Deputy Division Chief will
serve as Chairman, Other BI employess may be designated by BI/OC to par-
ticipate in the work of the Compittes on an ad hog basis, 7he other duties
of membors of the Commitiee will be adjusted 885 mich as pogsible to give
priority to thelr work on the f:cmi%ta N
for Tha- (’medmc; Metnu

III, PROCEDURES: The Commit !’ma pri.mw msgmaibﬂiﬁy for the dyalb-
ing of Indlvidual instructiond, bu 1t(as maeh as possible) the final dreft
will representythe ldeas and a *consensus of opinion of the entire Division,

y on each draft instroction the Committes will imvite comments
and suggestions from Branch Chiefs and others known to be partionlawly
interested in the subject, The final Coemittee draft will be submitted
to the Division Chiel for review, approval; and issuance, together with
written comments concerning areas in which general agreement was nol resched.

nguf"

Approved For Release 2000/09/01 : CIA-RDP81S00991R000100180002-2



Approved For Release 2000/09/01 : CIA-RDP81S00991R000100180002-2

Instruction No, 6
Vareh 14, 1961

1. PURFOSEs This instruction estsblishes a stantard anl formel
nrocsdure for phe orientetion and indootrination of mamix each new Bl
smployee, and ¥x for the implement~'ion afxkraxyeguiwnmnin in PI of
the recuirements of INR F¥ No, €, This orient=tion an? indootrination
pro.Tem should provide the new epployee with a clear understanding of
his position in BI and of BI's role in the intelligence conpunity,
thus inoreasing the degres to which both the new employee srd BRI w111
bereTit fxwmodr from his assigrment to BI.

II, CHEQE-OFF LIST: The attached check-off 1ist 1s designed to
fanilitate the enrly and affective assumption of duties by insuring
the orderly and timely completion of sll eesentisl steps in the BI
orientation and indogtrination prooess,

111, BBOCEDUAE: Eech new employee will be given the BI orientrtden
sheck-of? 1ist when he first reports to BI/OC for duty, and with the
ultsnce and assistenoe of is ism-diste supervieor or Branch Ghief
he should ecmplete the ateps listed within two yeeka after entry on
duty and in the gemeral order given, Fwmxiarkxsimdd The completed
14st should ba raturned to RI/0C, where it will begcame part of the BI
personnel records,
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Attaohment 1
March 14, 1961

Nawe _ Assigned to

Title Grads ECD

This check-off 11:=t is designed to Hwwwrw facilitste the early snd
sffagtive assurption of your duties by inpuring the orderly an? timely
soppletion of all essentisl stepe in the BI orientrtion and indostrinntion
process,

The steps listed below should be comileted within two weeks alter entry
on duty and in the genersl order given. 4s the steps are completed, the
Branch Chief, immediate superviacr, or intervieving offieer dhould insert the
date and his initisle.

Tate Initisls of

Ba introduged to the Dvielon Chief, his deputy, -

and the BI/OC ateff;

Be intrnduced to the Chief »f the Pranch to which
assigned °nd to other personnel in thrt Branch;

Bs briefed by toe Unit Segurity Offiger, and becoma
familiar with the Depariment Sequriiy Aogule

Baaoge Pamilisr with the INR Frocedures Henuaels

Be given for ratention & copy of the BI Procadures
Msnual, with an expianation of its purpose and use;

Be given a brief oral desoription of your dutles end

their relationship to the over-all operz=tiona of the

Branch, Division, Office (RFEP, Buremu {INR), the
Departwent, and the intelligence community;

Be given for retention & copy of the individusl
positien guide for your position, with an
exwlangtion of ite purposs and usej

Be iniroduced to the other Branch Chiefs, the
personnel of their branshes, and FSU perscnnely

Bs introduced to the lequisition and Resder Zervices
personnel, en’ feacllityes in LBy

2 sn znalyet, be introduced to the 2ffige Director
end his etaffy sheck cut the RIB (rientation
Kotebook (reading 7ile)y

If en sneiyst, be introduced to counterparts in the
regionsl offices of ISR, the geographlo bureaus,
end other agencles (Uepsrtwentsl and intelligence
coppunity contacts with whom you will have
frequent contsots)y and

If a Brapeh Chief, he introduced by the Divisien
Chief to tne Deputy Nirector end the Zwecutive
Pirector of IHR,
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BI PROCEDURES MANUAL Inatruction No, 12
February 20, 1961

SUBJECT: OFFICE HOURS AND ETHICS

I. PUBPOSE: This instruction sets forth office rmiles and ethieal norms
for BY employees concerning office hours, time authorized for lunch hours
and coffee braaks, and what is expected of each BI employee during his
working day. In order to improve office efficiency and morals, any irrege
ular and unethical practices that may have exiasted in the past must be
eliminated,

II. PCLICY: The eight-hour working day in BI extends from 8il5 a.m. to
530 peme Only 45 minutes time 1s authorized for lunch, and the anthor-
ized mid-morning and mideafternoon coffee breaks sre limited to 15 minutes
each, Each employece is expected to devote the remaining 7 1/2 hours of
the working day to his official duties,

Any additional time the employee devotes volintarily to hils duties
is to be considered favorably in evaluating performance, just as any
tendency to put in less than 7 1/2 hours of actusl work is to be conside
ered negatively (see INR PM KNo. 5). Overtime work is voluntary and non=-
compensatory, except 1ln unusual circumstances when compensation is
authorized by higher authorities. Whensver feasible, compensatory over-
time should be suthorigzed first to those who have put in woluntary overtime
on their own initiative, Normally overtime work aseignments will not be
given to those who show an inclination to disregard repulations concerning
office hours or to use frequent or excessive sick leave,

Officlal duties are to be commenced by 8145 a.m,, which means that
any coffee or breakfast snack before begimming work in the morning mast be
completed prior to that time. The working day should not be interrupted
with long personal or unofficisel conversatiocns over the phone or with
co~workers. Such pastimes as worklng cross-word puzzles or writing per-
sonal letters are completely out of place during the working day.

The work of any unlt or individuel is mever in such good shape that it
cannot be improved upon, so no ore should ever feel he has nothing to do,
Part of the job of each individusl i1s to study out ways in which his work
can be improved in quality and performed more efficiently. It is the
responsibility of sach individual to seek out things that need to be done,
but supervisors should attempt to assure themselves that thelr subordinates
have clearly understocd work assignments to perform at all times,

III, ETHICAL CONSIDERATIONS: BI is composed of individuals, and only aa
individual employees put fortn their very best efforts will BI be able to
perform its functions well and 4o strengthen this important area of the
intelligence effort of the United States. Each BI employee should have
gsufficient personal integrity, pride in his work, and concern for the
well-being of the United States to be willing and eager to put forth his
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BI PM No. 12
Page 2

best efforts unselfishly. Any employee who does not put in a full working
day at his official duties defrauds himself as well as his Government,
disrupts office routine, and contributes to an undermining of office
diseipline and morale, '

An employee will derive benefit from his work in BI and make a real
contribution te BI in direct proportion to the amount of sincere, devoted
effert he puts into his work, regardless of the level at which he works or
the type of work he performs. Thus the employee who defrauds the Governw-
ment by accepting pay for services not rendered and begrudges any extra
time his work may require is of marginal, if not negative, value to BI and
the United Statea. Only when one can honestly say he is serving the best
interests of the United States can he validly say he is serving his own
salf interests,
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